Business Entity Registration:
A Guide for Registering Your Business

Using the BEREP Website
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This is the home page of the Illinois State Board of Elections (www.elections.il.gov), the starting point for a Business Entity
registration. The BEREP page is accessed by clicking on “Businesses” at the top of the screen.
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Links the user to information about the BEREP law, including why the registration is required.
Takes the user to a search page to determine what companies are already registered. If a business is not Sure if they
have registered or not, they can find out here.

Links the user to the Illinois Comptroller web page to search for existing state contracts.
This is where businesses registering for the first time or accessing their existing registration account should go.
Takes the user to a search page to look for listed affiliates of businesses in the registration database.

Links the user to the Illinois Procurement Bulletin.
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User Name: | (2] * Welcome to the Business Registratior for
Procurement website.

Password;: | 2]

THIS 1S A PRIYATE SITE established by the Tllinois State Board of
Elections intended for the use of businesses required to register under
the Disclosure Act, 10 ILCS 5/9-35, and 30 ILCS(20-160 and 30 ILCS
% 500/50-37 of the Procurement Act, Be forewarned: Unautharized use of

\E this site-or tampeting with this site are computer crimes and may be
Do you need help with the BEREP site? prosecuted under Article D of the Tlinois Criminal Code,

@2003 Tlinos Staks Board of Elections

This is the login screen, accessed by clicking on “Create Businegs Account/Access Existing Account” on the previous screen.
Businesses who have already registered may access their accoury by entering their User Name and Password, and clicking
“Log In”.

Businesses registering for the first time should click on “Don’t have an account?”



<\ Business Entity Registration for Procurement
NP Tllinois State Board of Elections

Home  Navigate  Help Login Change Password

Create a New User

Enter a User Name

User Name: | @

Next

©2009 Ilingis State Boatd of Elections

The first step in the registration process is selecting a user name for the account. The user name can be any combination of
numbers and letters, but once selected there is no way to change the user name. Each user name can only be used once.

Lreate a New User

Enter a User Name

Liser Name: |SBE L 9




<\ Business Entity Registration for Procurement

: Illinois State Board of Elections
Home Navigate Help Login Change Password

Create a New User

User Name: {SBE1

Password: Iooooooo

Confirm Password: Inuooo

E-mail: [tnewman@elections.i.ga

Security Question: lPet‘s name

Security Answer; {Caddie

First Name: {Tom

Last Name: |Newman

Phone: {217-782-1558

ad g

©2009 Tinos. State Board of Elections

After selecting a user name, a passwerd must be selected and entered twice for confirmation. An email address must also be
entered, and must be available40 the user because it will be needed to activate the account in the next step. You should also
create a security questjorrand answer (this will be used if you forget your password or user name). Finally, you must enter the
name of a contactpérson and a phone number where that person can be reached. Once all fields have been completed, click
“Create User”.



Business Entity Registration for Procurement

Illinois State Board of Elections
Home  Navigate Help

Login Change Password

Create a New User

Complete

Your account has been successfully created, but before
vou can login you must first verify your e-mail address, A
message has been sent to the address you specified.
Please check your inbox and Follow the instructions in that
e-mail ko verify your account,

Continue.

@2003 Tlinos Stake Board of Elections

Once the account has been created, an email will automatically be sent to the email address entered during the previous step.
This email contains an activation link which must be clicked in order to activate the account and allow the user to continue

with the registration process. Clicking “Continue” on this page will take you back to the login screen, but you will not be able
to log in to the account until it has been activated.
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Extra lie Hraaks in this message wers femoved,

From: BusinessReg@elections.il.gov Sent: Fri11/2/2012 10:41 Ap
To: Mewsman, Tam

(4]

Subject Wik S PR Registration Infarmation

Welcome to the State Board of Elections' Business Registration lebsite

Steps to activate your account...

Hello, SBE1l. You are receiving this email because you recently created a new account at the Busipess Registration Website.
Before you can login, however, you need to first visit the following link:

hitp://webtest:81/Verify.aspx?ID=dfbfd462-3935-4886-b8d6-77a82fe5c088

After wisiting the above link you into the site If you have any problems verifying your account, please reply to this
email to get assistance.

Thanks!

Here is what the activation email looks like. The link that must be clicked to activate the account will look something like this.
If you do not receive the email (it should arrive very quickly), check any spam filters on your email system. If this does not
solve the problem, it may be necessary to contact the State Board of Elections. The most common error is an incorrectly
entered email address. If necessary, the activation email can also be sent from a different email address at the Board (this has
typically been successful when email problems have arisen in the past.)



<\ Business Entity Registration for Procurement

Illinois State Board of Elections

Home  Navigate  Help Lagin Change Password

Verify Your Account

‘Your account has been verified and you can now log into the site.

©2002 Hinois State Board of Elections

Once the account has been activated, you will see this screen. You can now log in to the account and continue the registration
process.

10



<\ Business Entity Registration for Procurement

Illinois State Board of Elections

b

User Kame: {SBE1

9

Password: looooooo

Dori't have an account?

Forgot vour. word of

er Name?

(2]

T

¢ ‘Welcome to the Business Registration for
Procurement website.

THIS IS A PRIVATE SITE established by the Ilinois State Board of
\ Elections intended for the use of businesses required to register under
‘the Disclosure Act, 10 ILCS 5/9-35, and 30 ILCS{20-160 and 30 ILCS

20009 THinos. State Board of Elections

Do vou need help with the BEREF site?

” \ 500/50-37 of the Procurement Act, Be forewarned: Unauthorized use of

\Ehis site or kampeting with this site are computer crimes and may be
prosecuted under Article 0 of the Ilinois Criminal Code.

The login should be very straightforward

. Just enter the user name, password and click “Log In”.

11



Business Entity Registration for Procurement

Illinois State Board of Elections

Regijster Your Business

Entry of Federal Employer Identification Number for this
business is required.

1f this business has not been issued a FEIN, an Ilinois
Business Tax (IBT) number should be entered.

If this business has neither a FEIN not an 16T, and is a
sole proprietorship, a Social Security Mumber and Last
Mame for the business owner should be entered,

Enter Business ¥
Identification # ISS to2tisl
Select type of r—j_
Identification: EN
* Subrnit:
. J

@2003 Tlinois Stake Board of Elections

The next step is the one most likely to cause problem a problem requiring assistance. You must enter the FEIN number for
your business, or possibly an IBT number or Social Security Number in some cases. (It does not matter if a dash is used in the
number.) However, if the information entered does not match the information on file with the Illinois Department of Revenue,
an error message will pop up:

12



Register Your Business

Entry of Federal Emplayer Identification Nuraber: for this
business is required,

If this business has not been issued a FEIN, an Tlinois
Business Tax (IBT) number should be entered.

If this business has neither a FEIMN nor an IBT, andis &
sole proprietorship, a Social Security Number and Last
name for the business owner should be entered.

Enter Business
Identification # [55 Fieglel

Select type of
Identification:

The FEIN or IBT numbier vou
provided was not faund

If you see this message, you will have to contact the Campaign Disclosure Division of the Illinois State Board of Elections, at

217-782-4141. You will only need to provide the user name you created for their account. Fixing the problem takes just a few

seconds - really.

If the business trying to register is from outside the USA and does not have an FEIN, IBT or SSN number, the process becomes a
little more complicated. The business will again need to contact Board staff for assistance. The registration can be completed

by having the business provide an alternate form of tax id number, accompanied by a letter explaining that this number will be
used in place of the usual FEIN number. Board staff will then have to create the account for the user, including the information
contained in the next step. Once the account has been completed, the user can complete the rest of the registration process on

their own.

13
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« Business Entity Registration for Procurement

Illinois State Board of Elections

Reqgister Your Business

Business Name  |State Board of Elections

Addressline | |2329 5. MacArthur Blvd.

Addressline2 |

ity ISpringfield

Is your business based outside the US? T ves % No
State | Tlincis =
Zip [62563

Phane j217-782-4141

E-Mail Address  |webmaster@elections.il.gov

- o

©2009 Ilineis State Boatrd of Elections

Once the account is created and the FEIN number entered, you will enter basic information about your business, including
name, address, phone number and email address (this does not have to be the same email address as the one entered for the

contact person, but it can be).



4 <\ Business Entity Registration for Procurement

Illinois State Board of Elections

Home  Navigater Help Welcome SBEL Logout Change Password

You have successfully entered account and business information.
Registration of this business is not yet complete, however.

WHAT'S THE NEXT STEP?

The next step in the registration process is entry of information for affiliated entities and persons, Ilinois law provides a detailed description of
these items. Click the "?" next to each category for a more detailed description,

1) Affiliated persons @

This category includes executive employees, such as president, vice-president, CEO, etc, This also includes business owners that own in excess
of 7.5%,

Entry of the spouse of an affiliated person is required,
2) Affiliated entities @

Entry of affiliated organizations is required. This includes subsidiaries, members of the same unitary business group, 501(c) tax-exempt
organizations, and more.

Entry of these items is required for all businesses to complete registration.

Enter affiliated persons and affiliated entities now.

©2009 Tlings State oard of Elections

Once the business information has beenstubmitted, this screen will appear. You must now enter additional information about
affiliated entities and affiliated persons. The registration is not complete until this is done, but there will be no warning
beyond this screen to tell you that the registration is not finished. If you have questions about the definitions for affiliated
persons or affiliated entities, you can click on the @ putton next to each listing for more information. When you are ready to
proceed, click the link at the bottom of the page.

15



Business Entity Registration for Procurement

Illinois State Board of Elections

Home Navigate  Help Wielcame SEEL| - Logout  Change Password

Return to Home Page

0 affiliates have been entered.

Affiliates

Add New Entity IO Add New Person IO

©2002 Hinos 5tate Board of Elections

To begin adding affiliate information, you must click either “Add New Entity” or “Add New Person”. Itis important to
remember that affiliated persons must be added as persons, not entities. If you attempt to obtain a copy of the certificate of
registration (in an upcoming step), the system will not produce the certificate unless at least one affiliated person has been
entered. Entry of persons as entities is probably the most common user error in the registration process. Incorrect entries

must be deleted and re-entered under the correct category.

16



Business Entity Registration for Procurement

Illinois State Board of Elections

Home Navigate Help Welcoms SBE1!  Logout Change Passwaord

eturn to Affiliated List Return to Home Page

Add New Affiliated Entity

Name: |State Board of Elections - Chicago

Addrass: {James R, Thompson Center

IlDlJ W Randolph St, Ste 14-100

City: IChicago

Cauntry other than the United States of America? I
State: |IIIin§is — E |
Zip: j60601

Affiliate Description: [satellite office

@2009 linais State Board of Elections

Here is a sample entry for an affiliated entity. The required information is very basic - the only field likely to cause any
confusion is the Affiliate Description at the bottom. This is just a simple explanation of the relationship of the affiliate to the
registering business, such as a parent company or subsidiary company.

17



Return ko Affilisted Lisk

Return ko Home Page

Add New AHili ted Entity

Marie: ]\
AN

Address: [

ity |
Country other than the United States of America? B

State: |Select a State \ =

Zip: [

Affiliate Description: |
Submit | Reset |

State Board of Elections - Chicaga added, Ready to add\another affiliated
-entity,

-~ l/

Once an affiliated entity is submitted, this screenﬁ{l pop[up. You can add another affiliated entity, or return to the list of
affiliates already entered by clicking Return to Affiliated ﬂist. If you are finished entering affiliated entities, you can return to
the registration home page by clicking Return to Home Page.

18



<\ Business Entity Registration for Procurement

' Illinois State Board of Elections

Home Navigate Help Welcoms SBE1!  Logout Change Passwaord

Return to Home Page

1 affiliates have been entered.

AddNewEntity |@  AddNewPerson @
Affiliate o Edit Delete
Entity Affiliate Name Affiliat Affiliate

K& State Bozﬁ;ﬁ Eections - ‘g x

Records 1 to 1 of 1

@2009 linais State Board of Elections

This is the Affiliates List. All affiliated entities and affiliated persons will be shown. Entries on the list can be changed or
removed by clicking either “Edit Affiliate” or “Delete Affiliate”. There are also links provided to add a new affiliated entity or
affiliated person.



<\ Business Entity Registration for Procurement

Illinois State Board of Elections

Home  Navigate Help Welcome SBE1!  Logout  Change Password

eturn ko Affiliated List Return to Home Page

Add New Affiliated Person

First Marne: FRu;rert_ Middle Initial: F_

Last Name: W Last Mame Suffix: l_-
Check bax if person is under 18 I~ €

Executive Employes? V& ownerl @

Executive Title: lExecutive Director

Spouse? re
Desctiption: Ihead of agency
Address: 11020 5. Spring St.
l
City: |springfield
Country other than the United States of America? [
State: {Tlinois =
Zip: {62704

©2002 Hinos State Board of Elections

Here is a sample entry for an affiliated person. Note that each person must be selected as an Executive Employee or Owner,
and the person'’s title should be entered. The “Spouse” box should only be clicked if the person being entered is the spouse of
an executive employee or owner. The field titled “Description” is provided to allow the user to enter an additional explanation
about the affiliated person, beyond that contained in the Executive Title.

20



"<\ Business Entity Registration for Procurement

Illinois State Board of Elections

Navigate Help Welcome SBE1! Logout Change Password

Update Affiliated

Person/En i

Produce Certificate
T Certifivar,
of Registration

)

-

o ——

I

ig currently in active status,

Upload/Download Manage Account
F"e‘s"’ ] USER |10
iy Recent Activity E
eyl ‘

PASSIOAD _

& 11/2/2012 State Board of Elections “Shicago added as
an affiliated entity. ) :
» 11/2)2012 State Board of Elections added as agusi

’ g 4

Existing Contracts

(212009 Tlingis State Board of Elections

This is the user’s BEREP home page. Any recent activity is listed in the center of the screen, and the full activi
accessed from this location as well. This page can be accessed at any time during the registration by clicking on Home in the
upper left.



Update Afﬁli_ated

This link, in the top center of the Home page, allows you to add, delete, or make changes to the list of affiliated persons or
affiliated entities.

Produce Certificate

Cerhifu ate
of Regristration

The Produce Certificate link, in the upper right, allows you to create a .pdf copy of your certificate of registration, once you
have completed the registration process. Selecting this link will take you to the verification screen shown on the next page.
You must click the “I Agree” button to be able to produce the certificate. Clicking “I Do Not Agree” allows you to continue
entering required information prior to producing the certificate.

It should be noted that the registration process does not have to be completed in one sitting — you can log in and out of the
account whenever needed. However, if an account is created but the business FEIN number is not entered within 72 hours,
the account will automatically be deleted from the system.

22



Illinois State Board of Elections

Home Navigate Help Welcane SEE11 Logout Change Password

Certification Agreement

On behalf of State Board of Elections , T hereby affirm that the registration submitted is
up-to-date, complete, and correct, and is in compliance with 5/9-35 of the Campatgn
Disclosure Act [10 ILCS 5/9-1 et seq].

I understand that Failure to comply with the provisions of this section may result in the
rejection of any bids For State of Tllinois contracts, voidance of any existing contracts with
the State of Ilinois, andjor the assessment of civil penalties: $1000 per day for Failure to
timely update a reqgistration, up to $1001 per day for failure ko provide the: Certificate of
Registration to all the business entity's affiliated persons and affiliated entities, and up to
$5000 For willful Failure to disclose matenal information on this registration,

1agree Idorot agres |
N J

@2009 Minois State Board of Elections




Registration No. 12546

State Board of Elections
2329 S. MacArthur Blvd.

Springfield IL 62563

Information for this business last updated on:
Friday, November 02, 2012

The certificate of registration will be produced as a .pdf document, which can be viewed, printed or saved by the user. It
should be noted that the date at the bottom of the document only reflects the most recent date on which registration
information has been updated - not the date the document itself was produced.

24



Certification Agreement

This business s:not ehgible to certify. Please ensure all of your business information has
been entered correctly, Including all affiiated persons and affilisted entities.

As mentioned earlier, if your business does not have at least one affiliated person entered, you will be unable to produce the
certificate of registration and will see the above message if you attempt to produce the certificate.

Business Entity Registration for Procurement
Illinois State Board of Elections

Home  Navigate Help Weicorme SBEL! Logout Change Password

Return to Home Page

2 affiliates have been entered.

‘AddNewEntty |@  AddNewPerson  |@
“Entity. AMiatetere | pqiiore A’fr%
y‘& Rupert Borgsmiller ‘ % x =
!& State Board n:f Elections - % X
Records 1 to 2 of 2
\ J

92009 Tlinois State Board of Elections

Affiliated persons incorrectly entered as affiliates can be removed by accessing the affiliates list and clicking the red “X” for the
incorrect entry.

25



"< Business Entity Registration for Procurement

Illinois State Board of Elections

Home Navigate  Help

Wwelcame SBE1 Logout  Change Password

You have selected to Delete the following Record:

Entity Name Rupert Borgsmiller
Description Executive Director
Address 1020 5, Spring St
Ciby Springfield
State IL
Zip Code 62704

Mo, Do Not Delete ThisRecord | es, Delete This Record

©2002 Hinos State Board of Elections

After clicking the red “X” for the entry, you are given the option to keep or delete the entry.

26



Manage Account
WSER 1D

PASSLUORD

This link, located on the middle right of the Home page, takes you to a screen where you can change information for the
contact person, as well as change the security question and answer for the account:

Manage Your User Account

First Mame  {Tom

Lask Mame Ir'-.lewman

Email Address Itnewman@electinns.iI.gu:u\-'

“erify Email .Itnewman@electmns.iI.gu:uv

Phane |217-782-1558
r 1 want i:l:u_u:hange iy passwiord qug_stiﬁn and answer,

Save Changes

27



Illinois Procurement

_,[_l

The Illinois Procurement link, on the bottom right of the Home page, takes you to the website of the Illinois Procurement
bulletin. You will first be warned that continuing on this link will cause you to leave the BEREP site:

You have requested to leave the Business Entity
Registration Secure Site,

If vou wish to continue ta leave the site please click here.

Deactivate Business

This link, located on the bottom of the Home page, allows a business to change their status from “active” to “inactive”. Once a
business is registered in the BEREP database, there is currently no way to remove them from the database. However, they can
change to “inactive” status, provided they are legally no longer required to be registered. Clicking this link will provide you
with information about the deactivation process, and a link that must be clicked to continue the process. The process itself
will take you through several more screens with links that must be clicked to continue:

28



Illinois State Board of Elections

Home  Navigate Help Welcome SBE11 Logout Change Password

Activate Accoul

Can This Business Legally Change Its Status To ‘Inactive’?

& business now has the option to change its status to ‘nactive’, However to do sa, it must no longer be required by law to update information on file
with the Board. The business shall be solely ible For making this ination; the Board shall not be involved in this process, Please read the
new section of the Rule, 26 Il Adm, Code 100.180(m) below carefully ko determine if this business qualifies as ‘inactive’,

A business in ‘inactive’ status is not required to update information on the Board website, nor is it prohibited from making cantributions, as provided for
in Section 50-37(b) and (c) of the Procurement Code.

Nothing in the Ack or in this new rule, requires a business to change its status to ‘inactive’if it qualifies for such designation. A business may be.
essentially inactive’in regards to requirements to update information and in regards to the prohibited contribution pravisions without changing its status
to ‘inactive’ on the website, This is simply a tool provided businesses who wish to publicly declare their ‘inactive’ status,

Along with the option ko change its status to ‘inactive’, a business has the option to Yeactivate’ the business. If the business in ‘inactive’ status plans to
submit a bid which would require it to be registered, it must change its status back to ‘active’. This must be done prior to the submission of the bid and
would trigger the requirement to update required information and would also trigger contribution prohibitions, No certificate may be produced when the
business is designated as being in ‘inactive” status,

In order to legally determine if this business may change its status to ‘inactive’; carefully read the applicable section of the Rule below, Remember, the
business is solely ible For making this ination, Making such designation in error would make the business subject to the camplaint
provisions found in the Election Code.,

IF after carefully reading the information below, you determine this business legally qualifies far nactive’ status and choose to so designate, select
“Continue’to proceed, In order to complete this process, you will be required to provide certain information as well as complete a verification that the
business qualifies to be in ‘inactive’ status.

26 1l Admin, Code 100,280

m.  Inactive Status

1, The pravisians of this subsection apply ta a business entity required to register with SBEL under Section 20-160 of the Procurement
Code, that had an existing contract or had bid on a contrack within the time periods set out in subsection (h); and that had a duty to.
maintain the accuracy of its registration. & business entity that has reqgistered with SBEL may change its status ta “inactive” provided
that:

A, the entity bid on a cantract the value of which exceeded the $50,000 qualifying threshold, but was not awarded that contract;

B. the entity had a combination of bids and contracts that exceeded the $50,000 qualifying threshold; however, the entity was
not awarded the contract andfor the two year period following the expiration of the contract has lapsed or the term of office
of the officeholder responsible for awarding the contract has concluded; or

C. the entity has contracts exceeding the $50,000 qualifying threshold; however the twa year period Following the expiration of
the contract has lapsed or the term of office of the officeholder responsible for awarding the contract has concluded.

2. Nothing in this Section shall affect the duty of a business entity to update its registration when required ta do so, nor remove the entity.
from the prohibition against making contributions to the officeholder responsible for awarding the contract.

3. This “inactive” designation shall be determined by the business entity. The Board shall provide a Form in an electronic format: accessible
on the SBEL website for the entity to indicate that it is currently in inactive status, The form shall include the name and address of the
entity; the contract or bid that created the obligation to register with the SBEL, as well a5 the agency or office that was responsible for
awarding the contract, or, if the entity was not required to register with the SBEL, A designation that registration was not required;
and the beginning date on which the obligation to update the entity’s registration relative to each contract or bid na longer existed, The
Form shall be signed by the Chief Executive Officer of the business entity or his/her desianee, or a person who serves in that capacity,
indicating that the signatory verifies that the entity qualifies to be in inactive status based on the criteria contained in subsection (m),

4. Inthe event a business entity that had previously declared its inactive status on the form prescribed by subsection (m)(3) submits a bid
for a State contract whose value exceed $50,000, the entity shall rescind its inactive status prior to submitting & bid, shall update its
registration so that the information required by Section 5-35(b)(1), (2) and (3} of the Election Code is current. In addition, the entity
shall abide by the cantribution prohibitions contained in Section 50-37(b) and (c) of the Procurement Code, The rescinding of an entity’s
inactive status shall be on an electronic Form accessible on the SBEL website.

n.  The complaint provisions contained in Sections 9-20 through 9-22 of the Election Code shall apply to complaints filed alleging a violation of this
Section,

{Source: Amended at 35 Il Rea. 12973, effective July 19, 2011}

Return To Home Page

3 Mllinais State Board of Elections

You must click this link to continue.

29



Business Entity Registration for Procurement

Illinois State Board of Elections

Home  Navigate Help Welcoma SBELl Logout Change Password

Deactivate Agreement

By choosing this option, for your Business Redistration Account, you have chosen
to make State Board of Elections inactive. A business entity that has reqistered with the Board
of Elections may change it's status to “inactive” provided that:

s The entity bid on a contract that exceeded the $50,000,00 quahfylng threshald, but
was not awarded the contract,

& The entity had & combination of bids and contracts that exceeded the $50,000.00
threshold; however, the entity was not awarded the contract andfor the two yvear
period Following the expiration of contract has lapsed or the term of the office of the
officeholder responsible for awarding the contract has concluded; or

e« the entity had contracts exceeding the 450,000 qualifying threshold however the two
vear period following the expiration of the contract has lapsed or the term of office of
the ofﬁceholder responsible For awarding the contract has concluded,

Far a lirk to Section 100,180(m} of State Board of Elections Rules and Regulations
governing ‘Tnactive Status’, please click here.

Do you agree that State Board of Elections meets the requirements and you choose ta
proceed making State Board of Elections inactive with the State Board of Elections:

22009 1linois State Baard of Elections

You must verify that your business meets the deactivation requirements and wishes to continue.
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2\ Business Entity Registration for Procurement

Illinois State Board of Elections
Home  Navigate Help

Welcome SEE1L! Logout Change Password

Peactivate Account

State Board of Elections
2329 S, MacArthur Blvd,
Springfield, IL 62563

Please choose one of the Following options under which this business qualifies ta be in inactive status',
This enitity was not required to register with the Board of Elections,

his entity bid on a contract the value of which exceeded the $50,000 qualifying threshiold, but was not awarded the contract.,
his entity had a combination of bids and contracts that exceeded the $50,000 qualifying threshold; however, the entity was not awarded

tontract andfor the two year period following the expiration of the contract has lapsed or the term of office of the officehalder responsible
awarding the contract has concluded, '

This entfty had contracts exceeding the $50,000 quali'fylng threshold; however the two yvear period following the expiration of the contract
ha5 lapsed or the term of office of the officeholder responsible for awarding the contract has concluded.

Subrrit

| ©2009 1llindis State Board of Electivns

You must additionally declare the reason you are no longer required to have an active BEREP registration.



Deactivate Account

State Board of Elections
2329 5, MacArthur Blvd,
Springfield, IL 62563

Deactivate Account I

You must then click on “Deactivate Account”.

Deactivate Account

State Board of Elections
2329 S, MacArthur Blvd.
Springfield, IL 62563
TI;|i1; werification shall be completed by the Chigf Evecutive Officer of the Iﬁujsiness entity orhis{her designee, ar a person wha serves in
that capacity, indicating that the signatary verifies that the entity qualifies bo be in inactive stabus based on the criteria contained in

Subsection (m) of Section 100,180 of Board of Elections Rules and Requlafions, This nactive’ status designation shall be determined
salely by the business entity, When completing signature ling, please iI'||_:|L'I_E|'E'T|aI'I'|E and position held,

T acknowledge Ehét.'Iﬂ'\ /gava the autharity to determing that State Board

of Electionsgualifies to be in inactive skatus

And finally, you must give the name and title of the person authorizing the business to change its status to “inactive”.
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Illinois State Board of Elections
Navigate Help Welcome SBEL) - Logout Change Password

Update Affiliated
Person/Entit

Update Business

> Produce Certificate
af formation e

~Certificat,
of Registration

o

State Board of Elections is currently in
inactive status,

Manage Account

Recent Activity USER 10

11/2/2012 State Board of Electio PASSWORA
11j2f2012 Certificate Produced

11§2{2012 Certificate Produced

112{2012 Rupert Borgsmiller addad as an affiiated
pErsori,

11{2{2012 Rupert Borgsmiller deleted from affiliated

entities. {llinois Procurement

a

1
~

_

\
Once the business has been deactivated, this will be reflected on your BEREP Home page. (Note that the link on the bottom of
the screen now reads “Reactivate Business”.)
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Reactivate Business

If an inactive business wishes to reactivate, it must go through a reverse of the deactivation process, which is started by
clicking on the “Reactive Business” link.

Activate Agreement

This business is currently in inactive status, If this business is submitting a bid(s) for
3 State contract whose value exceeds $50,000, it must rescind its inactive status prior to
submitting the bid{s) and shall update its registration so that information required by Section 9-
35(b){1), (2) and {3} of the Election Code is current. In addition, the business shall abide by

contribution prohibitions contained in Section S0-37(b) and {c) of the Procurement Atusste Rteouy

Code,
For a link to Section 100, 180{m} of Board Rules and Requlations governing ‘Inackive
Sratush pleiada dick busre; o - SO State Board of Elections

2329 5. MacArthur Blyvd,

Do you agree that State Board of Elections meets the above requirements and that you

choose proceed to chanae its status with the State Board of Elections to active? Sprlngfleld ! IL 62563
. \ y, \ f -

First, you must verify that you wish to reactive the business. Then the “Activate Account” button must be clicked.
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Activate Account

State Board of Elections
2329 S, MacArthur Blvd,
Springfield, IL 62563

By reactivating this account, you understand that vou
musk update your registration so that the information
required by Section 9-35(b)(1), (2} and (3} of the Election
Code is current, and that the business shall abide by the
contribution prohibitions contained in Section S0-37(b) and
(c) of the Procurement Code. ‘

Do you agree to ahide by the above terms?

Finally, you must verify that you understand the BEREP requirements for an active, registered business. Submitting this
answer returns the business to active status.
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Existing Contracts

This link, located on the bottom left of the Home page, takes you to the website for the Illinois Comptroller. You will be
warned that continuing on this link will cause you to leave the BEREP site:

You have requested to leave the Business Entity
Registration Secure Site,

If vou wish ta continue ta leave the site please click here.

Upload/Download
Files

|

| o
This link, located on the middle left side of the Home page, is intended for use by businesses that may have a large amount of
data to enter as part of their BEREP registration. It is possible for such businesses to input their affiliate lists from an XML file.
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v\ Business Entity Registration for Procurement

Illinois State Board of Elections

Home Navigate Help Welrome SBEL. Logout Change Password

Businesses may opt to submit changes to their data in an electronic file in XML format.
Submission of data in an electronic file is intended for:

e businesses with many, frequent changes;
e businesses that prefer to complete this work off-line;
e businesses with ready access to information technology expertise.

Please MNote:

XML file structure prescribed by the State Board of Flections for this purpose is detaifed
and exacting, and is required. Only limited technical support is available from the State Board of flections.

How to Submit Business Data in an Electronic File

@l] Afte s o o ﬁﬁl‘%’ﬂ ' Please click the browse button and select your
2t entering at least one affiliate orcthe || 3 ¢
rf '  ebste, please clekon the Donrlosd Fle. || l  uplaad file then click an the upload file buttan,

button and a XML file will be created and
made avialable for downloading. [

Download Business File for Updating

Download Affiliste File For Updating

‘Upload File I

[©2009 Tiiinnis State Board of Elections

Utilizing this method does require the user to have their business data in a very specific format. Users with problems during
this process may contact Board staff for assistance, but should understand that such assistance is likely to be very limited,
because the most common issues are related to the user’s data file and are therefore the user’s responsibility.
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Update Business
Information

: Illinois State Board of Elections

l Home  Navigate Help Welcome 58E1! Logout Change Passward

Update Your Business Information

Business Name |State Board of Elections

mss:mmﬂ

gddress |

City |Springfield

State | Tlingis =
Zip Code l62563

Country UNITED STATES =
Phone \217-732—4141

E-Mail Address Jvebmaster@elections.il. gov
Updite ‘Cancel. |
& D

©200% llincis State Board of Electioris

Note that the business tax id number may not be changed - this can only be done by contacting Board staff.
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'4 Business Entity Registration for Procurement

Illinois State Board of Elections
Home Navigate Help Welcome SBEL!  Logout Change Password

Finally, there are additional links across the top of all the BEREP account pages on the State Board of Elections website:

1. Takes the user to the BEREP home page.

Allows the user to access the links found on the Home page, without going to the Home page.

3. Provides links to help related to the BEREP process, including a frequently asked questions page and links to the BEREP
law itself.

4. Shows the Filer Account name currently logged in. Be aware that if the user is logged in but does not perform any
actions on the BEREP site for a few minutes, they may be required to log in again (in this case, the login screen will pop
up when the user attempts to perform any other actions on the site.)

5. Allows the user to logout of the BEREP site and end their session.

6. Allows the user to change their account password. The process is fairly straightforward:

Change Password

N

Current Password: | Change Password
Mew Password: |
Confirm New Password: | Change Password Complets
Your password has been changed!
Change Password “Cancel I Continue |
. 4 f

You must enter t}yé current account password and the newly-chosen password (wflich must be entered twice for verification.)
Once the “Change Password” button is clicked, you should see the confirmation message.
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User Mame: | (7]
Password: | 7]

Don't have an accounk?
rgaok waur password or User Wa

N

If you have lost or forgotten your account passwor ser name, you can have a new, randomly-generated password sent to
the email address on file by clicking “Forgot your password or User Name?” Similarly, this link may be clicked if you do not
recall your user name.

Fargot Your Password?

Enter your Lser Name to receive your paseword,
I Enter pour Emaf Addrass fo recaive powr Liver Afame

Recover User Name

User Name;
Forgot vour User Namg? —— | E-Mail Address:
Submit

You will need to enter your User Name to receive a new password. If you do not remember the User Name, clicking the
“Forgot your User Name” link will allow you to enter your e-mail address to be sent an email with that information.
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Forgot Your Passward?

Tdentity Confirmation
Answer the Following question to receive your password,
User Name: SBE1
Question; Pet's name
Answer; <[\_____________’,:>
Suhmtj\
\ In order to receive a new password, you must correctly answer the security
question created at the start of the registration process.
From: BusinessReq@eleckions. il qov
To: Mewornan, Tor
i
Subject: Regquest

Please return to the site and log in using the following information.
User Name: SBE1
Password: }2j{rNgjanDXbP

The email containing a new, temporary password will look something like this. The password itself is randomly generated.

Experience shows that the best way to input the new password is by copying and pasting it from the email (attempting to type
in the password manually often fails.)

In cases where a business does not remember either its User Name or password, they should contact the Campaign Disclosure
Division of the Illinois State Board of Elections, at 217-782-4141.
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